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Item No.

Record Series Description

Retention

1.

Records Management Record Series-

A. Records Administration File — A subject file in
alpha sequence, including information such as filing
techniques, filing cabinets, records policy, training
materials, forms and reference materials, etc.

B. Records Schedule Files-

i.) Organization Folder File- A folder is set up for
each organizational unit, at least to program level,
containing all past and current schedules used by the
unit or for records which the unit is now responsible.
Includes correspondence, suspense copies of new
schedules, cover letters, and other information.

ii.) Schedule Reference File- A binder containing a
copy of each DHMH schedules in schedule number
sequence, kept up-to-date with new schedules as
approved.

iii.) Schedule Index- A database of information
extracted from schedules, in schedule number
sequence, which includes information on whether a
schedule supersedes or is superseded by another
schedule, approvai dates, etc.

C. Transmittal & Receipt Files- DGS Form 550-5
i. Transmittal index File- Starting 1998.

An electronic, chronological database extracted from
record transmittal forms prepared for DHMH

shipments to the Records Center or Archives, including

information of warehouse locations and accession
numbers, disposal dates, etc. A periodic printout of
select data is used for quick reference.

ii. Transmittal Master File- In batch number
sequence, an annual binder of all transmittal forms
prepared, batched chronologically for cross-reference,
used to manage temporary in-house storage and
shipment preparation.

jiii. Completed Transmittal and Receipt File- Forms
returned by records center with receipt and storage
information are placed in folders in schedule number
sequence, after data is entered into the Transmittal
Index, and a copy is sent to the initiating unit.
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A. Screen annually, discard information
which is no longer needed and update with
new information as it becomes available.

B.i.) Retain schedules permanently transfer

periodically to Archives (Archives and State
Records Center already have original copies).

Other information may be discarded if no
longer needed.

B.ii.) Update periodically. Discard when no
longer needed.

B.iii.) Retain permanently, periodically

sending copy to State Archives. Update

when new schedules are authorized and
signed. Maintain emergency back up file
annually.

C.i.) Information is updated as received but

file is to be maintained permanently, with
copies periodically sent to archives.

C.ii.) Maintain in-office for three years, then
if no longer needed, destroy.

c.iii.) Retain permanently, periodically
transferring to the State Archives .

" ]

DGS'550-1 (DHMH-1998)

‘ NAME/TITLE Edwurd( _Pupenfuse, Jr., State Archivist
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Deputy Secretariat for Operation

DHMH Policy Administration and Records Office

item No. Record Series Description Retention

2. Policy Management Records Series
A. Policy Subject File- Compilations of information on | A. Screen a.nnually, _discarding obsolgte and
various subjects relating to DHMH policies including superseded information. Records which
correspondence, mark-up copies of draft policies, illustrates the development of the
newspaper/magazine/internet articles, etc. Department or its programs, or which are

significant for other reasons should be
transferred to the DHMH History File, (see
Iltem 3), for permanent retention.

B. Current DHMH Policy File - a set of folders in policy | B- Retain permanently, transferring to

number sequence, containing the original policy Inactive/Superseded Policy File {see item
documents with the Secretary’s signature, plus review | 2C) when replaced or vacated. Periodically
and approval sheets with comments by the Attorney transfer to the State Archives.

General's office and Programs affected by the policy.

C. Inactive/Superseded Policy File- A set of folders in
policy number sequence containing orinigal, signed
policies, when available, which are no longer in effect.
In addition to information described in current policy
folders, additional information regarding the
deactivation of the policy may be included.

C. Retain permanently, transfer periodically
to State Archives.

D. Policy Administration Files - Information and D. Retain in office for one year following the
documentation generated during the process of signing of the policy. Screen file, destroy
developing DHMH policies, including correspondence, a information which is no longer needed, and
database of policy data, tracking/monitoring information | transfer information which shows the

for policies-in-progress, an index, e-mail discussing development of the policy to the Current
content of policies (either electronic or paper), draft DHMH Policy file, (tem2B).

policies, and other working papers.
Ongoing computer information, such as the
policy index, is updated as needed and may
be deleted when no longer used.

3. DHMH History File - Information which illustrates the 3. Retain permanently, transfer periodically
development of the Department, its programs and to State Archives.

policies, including historic records transferred from
component units.

DGS Form 550-1 (DHMH 1998) Continuation Sheet




~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

Dimy

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page r/ of 3

2. DIVISION

CPeRAT] 6/\55

3. UNIT

R, 5@1’4/5//%416/65

DEFINITION - Records Series - A group of related records normally filed and used as a unit for rolonnco as wall as retention and disposition purposes.

4. RECORD SERIES TITLE

?eamﬁg MWW&”“

8. EARLIEST YEAR / LATETEST YEAR

1954 1o_2ov/

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. include the purpose of function of the Series)

/W St ”“7‘3
s il -l
[ Al mez+

\

Def Sirru srigesed pigralinres —
bt P
% %wwﬂo/@»@l

o stresl.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. u/ File Drawer(s)
f\Leller Size O Microfilm 0O Abphabetical O Microfilm Reel (s)
O Computer Tape (s)
O tegal Size o Computer Tape  Numerical O Other (Specify)
O Bound Book O Floppy Disk f\cmono!ogiwl Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
M‘L ‘k/ B\ File Drawer (s)
G Other (Specify) 4 Other (Specify) a Microfilm Reel (s)
O Computer Tape(s)
/2. o Other (specity)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER W
Aaﬂy O Weekly a Monthly 7 ZWW "K Monthis) ST Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

260 5

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

d v _ Keoreds W/( :é: o 7% /

-

§. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s)

o Yes /ﬁféézu/ﬁf J\ No

16. AUDIT REQUIREMENTS

¢( None

o State 0 Federal D Independent

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and
describe any hardyare/software)

sﬁ_Yes_?}gwM 0 No

%;awoén ;nznnonz W M b - Mt/o);

18. NAME AND TITLE OF PREPARER T

[ pfrandy

20. TELEPHONE NUMBER

Uy U7.575¢

= ol

DGS 550-4 {Revised 1/93)

h | 25




~ TYPE OR PRINT A SEPARATE FORM FOR EACH KEW
REVISED RECORD SERIES. FORWARD. WITH RECORDS RETENTION

SCHEOWLE (DGS 350 1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY I

.....RECORDS MANAGEMENT DIVISION... ..

7215 WATERLOO ROAD OZ ?
£.0. BOX 278 . JESSUP, MARYLAND 20784 Pge - of

-

1.

DEPARTMENT/AGENCY

Ddm

2 DMISION

OP R M IS

1. UNIT

K 6&%057 / %Z(c‘q

DEFINITION - Records Sertes - A growp of 1elated tocbrds asrmally fled and used as & unit for cefesence os well ss retenten sad dispesiion purposss.

4

RECORD SERIES TITLE

&(gu/[ WW

6. EARLIEST YEAR | LATETEST YEAR

/f /5 10 22/

6. RECORD SERIES DESCRIPTION { Bneﬂy descrbe the types of information/documenisorms found in the Series  Include the purpose or funclion of the Series)

7/%&1/6024 ro Al S

7. RECORD SERIES FORMAT(S)

Numbet

0. RECORD SERIES SEQUENCE 9. VOLUME
Fie Drawei(s)
}Qum Sae o Merofim 0 Aphabelical 0 Mciolim Reel [3)
O Computer Tspe (s)
O Lepal Sae 0 Compuier Tape Numeful 5 O Other (Specty)
O Bound Book 0 Fippy Dsk © Chonologica! Number
0 Audio Tape O Video Tape 0 Geographcal 10. ANNUAL ACCUMULATION
& Fie Drawer (3)
0 Othet {Specity) © Other (Specdy) -8 Microfim Reel (s}
. O Computer Tape(s)
] o Oer(specty)
© Numbes -
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Kbﬂy 0 Weely D Monthy

O Morth{s) 0 Yem(s)

1.

CURRENT LOCATION(S) (Bidg , Floor, Room)

0L 5T S oo

14. 13 RECORD SERIES OUPLICATED ELSEWHERE? 2:;7 sgency of office)

0 Yes ﬂ@j

No

1.

ACCESS RESTRICTIONS (if yes, clte low(s) § regulation(s)

0O Yes O No

18, AUDIT aznmmnms/‘/f/& ZUT ,?gjﬂlfl =1 CHE rew /ta)
(Nm O Stete

O Fedensl Independent

1n.

IS AN INDEX SYSTEM USED? (i yes, axplan bnefly and
. descrbe sny herdwsre/soltware)

;L Yes ?,f)’VY AWWC

18. RECOMMENDED mnmon

%W A<

7

sl = -

DLacns drginstsTor” i Y-

1.

NAME AND TITLE OF PREPARER

7K iy~

20. TELEPHONE NUMBER

$ 8504 Rowed 150)

%/J; Z(?“J?jz/ |




= TYPE OR PRINT A SEPARATE FORM FOR EACH KEW
REVISED RECORD SERIES. .FORWARD. WITH RECORDS RETENTION.

SCHEOWLE {DGS 550-1)

1. DEPARTMENT/AGENCY

Do

DEPARTMENT OF GENERAL SERVICES
-..RECORDS MANAGEMENT DIVISION
7213 WATERLOO ROAD
£.0. 80X 278 . JESSUP, MARYLAND 20784

2 DIVISION

&VEMLM A5

AGENCY RECORDS INVENTORY

o« =

DEFINITION . Records Serles - A group of related rocords nermally &lad and ueed a3 & unit for reference oo well s retenton sad dirpesiton purposes.

4

. RECORD SERIES TITLE

)W%é/ﬁy 4

6. EARLIEST YEAR | LATETEST YEA

[ X RECORD SERIES DESCRIPTION ( Briefly describe the twa d informstion/documentsforms found in [he Series  Inchuds the purpose or function of the Series)

)47( < / //kV
sHerce
W C%} W &@
/
7. RECORD SERIES FORMAT(S) $. RECORD SERIES SEQUENCE 9. VOLUME
q Drawer(s)
O Letter Sze O Merofilm 0 Aphabelical o rofim Reel (s)
O Computer Tape (3)
O Legal Sae O Computet Tape O Numenca! EZ O Owher (Spectty) _________
0 Bound Book o Fioppy Drsk 0 Chionologrcal Numbes
D Auvdio Tepe O Video Tape O Geographical 10. ANNUAL ACCUMULATION
. ‘% Fie Diawer (s)
© Other (Speciy) {O!hev (Specty) Aﬂ W Micsofim Ree! (3)
7 r 0 Computer Tape(s)
Mgd A
Numbet -
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTE
o Oaly O Weekly £ Monthty s M o
Numbes

Montt(s} O Yem(s)

13

CURRENT LOCATION(S) (Bidg . Fioor, Room)

v oy

14. 18 RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or office)

26/~ [ [pd | o ke o
15. ACCESS RESTRICTIONS (if yes, clte law(s) & regulation(s) 16. AUDIT REQUIREMENTS
D Yes < 0 No S8 Nore o Siste O Federsl O Independent
17. IS AN INDEX SYSTEM USED? (i yes, explan boefly and 18. RECOMMENDED RETENTION
descrbe sny herdware/schware) - W
O Yes M A _No /ﬂﬂ /
15. NAME AND TITLE OF PREPARER

Trn £ 02

GS 3504 (Rewved 13}

N 7!(%2! IU;?/V\) 7 3(/




